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I  INTRODUCTION 


The  first  action  plan  for  the  Ministry  affirmative 
action  program  has  been  developed  according  to  the 
guidelines  issued  by  the  Management  Board  of  Cabinet 
in  September  197^1  and  in  consultation  with  the 
Women  Crown  Employees’  Office,  Ministry  of  Labour. 

In  preparing  the  plan,  statistical  information  was 
provided  by  Ministry  sources  including  the  former 
Equal  Opportunity  Resource  team.  Management  Services, 
Personnel,  and  the  Women's  Advisory  Committee  (WAC), 
and  by  the  Women  Crown  Employees’  Office. 

Developed  by  the  Women's  Coordinator  with  assistance 
from  the  Women's  Advisory  Committee  (WAC)  and  Personnel, 
a  draft  plan  was  prepared  after  meetings  with  branch 
directors,  executive  directors  and  senior  management. 
Preliminary  drafts  were  reviewed  by  the  Women's  Advisory 
Committee  and  the  Personnel  Branch  in  May  and  September, 
1975*  The  final  draft  was  discussed  by  Policy  Committee 
on  November  6  and  forwarded  to  the  Deputy  Minister. 

The  plan  establishes  three  phases,  over  an  eighteen- 
month  period,  for  planning,  implementing  and  evaluating 
the  affirmative  action  program:  Phase  I  covers  the 
period  September  1975  until  March  1976;  Phase  II  covers 
March  1976  to  September  1976;  and  Phase  III  from 
September  1976  until  March  1977.  A  review  and  updating 
of  the  plan  is  recommended  at  the  end  of  each  phase. 

Two  considerations  shaped  the  development  of  the 
Ministry  action  plan: 

(i)  the  program  and  policy  commitments  should 
be  practical  and  effective  in  a  climate  of 
cutbacks  and  constraints 

( i I )  the  manager's  role  and  responsibility 
should  be  recognized  and  reinforced  in 
program  development,  goal  setting, 
implementation  and  evaluation. 

Therefore,  the  action  plan  is  directed  toward  maximum 
utilization  of  existing  human  resources  within  current 
constraints . 


1 1  OBJECTIVES 

1.  To  acquaint  employees  with  the  need,  purposes 
and  mechanisms  for  affirmative  action  for  women. 

2.  To  foster  Ministry  programs  and  policies  which 
provide  career  development  for  women. 

3.  To  investigate  the  current  job  functions  and  job 
levels  where  women  are  not  present  in  the  Ministry 
and  to  Increase  the  opportunities  for  women  to 
compete  effectively  for  positions  and  thereby 
Increase  the  number  of  women  in  those  functions 
and  levels. 
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III  PROGRAM  commitment 

PHASE  ONE:  SEPTEMBER ,  1975  TO  MARCH,  1976 
A.  Information 


1 .  I  n form a  tio  n  jm  cl  __A_t  t  i  tude_  Su  r  v  e  y 


Conduct  a  Ministry-wide  survey  prepared  by  the 
Women’s  Advisory  Committee  and  approved  by  Policy 
Committee  to  obtain  specific  information  and 
suggestions  for  the  affirmative  action  program 
and  to  determine  staff  attitudes  toward  equal 
opportunity  for  women.  Publish  the  results  in 
a  Ministry  bulletin. 

Note:  it  is  anticipated  that  suggestions  for  the 
program  will  be  evaluated  and  included,  if  appropriate, 
in  the  updated  plan  in  March  1976. 

2  .  Mini s  t ry  0 r i e n tat i  o n  Program 

a)  Provide  to  all  staff  and  to  new  employees 
information  on  Government  personnel  policies,  practices 
and  procedures  (including  maternity  leave  and  other 
benefits,  guidelines  for  obtaining  educational 
assistance,  leave  of  absence,  and  course  nominations, 
and  description  of  existing  staff  development  programs- 
rnanagement  apprenticeship  program,  bridge  job,  job 
enrichment).  Printed  material  will  be  prepared 

and  made  available. 

b)  Provide  current  staff  and  new  employees  with  a 
description  of  the  Ministry’s  affirmative  action 
program,  the  activities  of  the  Women’s  Advisory 
Committee,  and  the  role  of  the  Women's  Coordinator. 
Until  March  1977  >  produce  a  supplement  every  six 
months  to  stress  new  developments. 

3.  Job  Information 

Ensure  every  employee  receives  a  copy  of  his/her 
current  job  specification. 

B.  Training  and  Development 

1 .  Career  Development  Workshops 
Within  available  resources: 

a)  Hold  career  development  workshops  for  all  women 
employees  who  wish  to  attend,  including  regional 
office  employees. 

b)  Koliow  up  with  participants  after  career 
development  workshops  to  support  the  carry  through 
of  their  long-term  development  plans. 

(See  Counselling,  C.  1.) 
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c)  In  1976  offer  career  development  workshops  to 
groups  of  men  and  women  employees,  and  include  a 
component  on  sex-role  stereotyping. 

P .  Employe e_ Intervl ew  Workshops 

Offer  the  two-part  employee  workshops  developed  by 
the  Women's  Advisory  Committee,  in  conjunction  with 
Personnel,  to  all  staff. 

3 •  Guidelines  for  I n tervlews 

a)  Develop  and  distribute  to  managers,  supervisors 
and  staff  who  sit  on  selection  boards,  an  explanatory 
paper  or  brochure  on  criteria  used  in  the  selection 
process,  including  components  on  how  to  avoid  sex¬ 
stereotyping  or  questions  relating  to  human  rights; 

on  the  scope  for  evaluating  and  equating  work  experience 
with  forma]  education;  on  assessing  volunteer 
experience;  and  assessing  future  potential. 

b)  The  Personnel  Officer  serving  as  secretary  of  each 
selection  board  will  explain  and  discuss  the  above 
criteria  and  techniques  with  each  selection  board 
before  beginning  the  interviews. 

H .  Identl fi cation  of  Career _ P ot entia I  of  Women  Employe es 

Women  employees  at  all  levels  with  potential  for 
development  and  advancement  will  be  identified, 
counselled,  trained  and.  considered  for  promotion  in 

available  competitions.  Note:  these  employees  will  be 
considered  for  promotion  and  competitions  on  the 
basis  of  merit. 

The  development  program  will  include  these  elements: 

a)  the  design  and  completion  of  a  career  goal  and 
assessment  foi’m  by  every  woman  employee  and  her 
manager.  The  activity  will  be  directed  at  establishing 
specific  career  goals,  and  educational  and  training 
needs  where  possible.  These  will  become  part  of  the 
performance  aporaisal  process  (see  5-  Performance 
Appraisal ) . 

Note:  A  parallel  assessment  program  will  also  be 
conducted  for  men  employees. 

b)  Managers  will  discuss  career  goals  and  their 
assessment  of  the  staff  member  with  each  individual. 

The  assessments  are  to  reflect  both  the  positive  and 
negative  factors  of  each  employee  indicating  strengths 
and  weaknesses,  and  potential  or  lack  of  potential 
for  development  and  further  advancement. 
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Managers  will  identify  groups: 

(i)  those  who  are  productive  and  have  the 
potential  and  interest  for  career 
advancement ; 

(ii)  those  who  are  productive  and  would  like 
to  remain  in  a  similar  job  but  wish 
broader  career  enrichment  opportunities;  and 

(iii)  those  who  are  productive  but  whose  current 
work  is  or  will  become  redundant  through 
policy  or  technical  changes  and  require 
re-training  for  alternative  employment. 

It  is  recognized  that  many  employees  will  not  be 
included  in  the  above  groups.  The  results  of  their 
performance  appraisals  and  those  in  (iii)  above  will 
be  dealt  with  in  the  context  of  the  overall  administrative 
policies  and  procedures  governing  personnel  and  resource 
management. 

c)  An  inventory  will  be  established  to  reflect  these 
findings  and  will  be  used  in  conjunction  with  the 
competition  system  as  a  basis  for  staff  development, 
training,  recruitment  and  promotion.  Those  in  the 
inventory  will  be  given  consideration  before  hiring 

or  promotion  occurs  internally  and  appropriate  individuals 
will  be  invited  to  compete  for  positions.  (See  E.l.(c) 
Internal  Recruitment. ) 

d)  A  follow-up  plan  of  training  and  development  will 

be  drawn  up  by  the  manager  for  those  in  the  groups  he/she 
has  identified.  Developmental  moves  inside  and  outside 
the  Ministry  will  be  considered,  including  management 
training,  educational  upgrading,  educational  leave  of 
absence,  lateral  transfers  or  promotions,  new  task 
assignments  or  responsibilities,  job  rotation,  in-house 
programs  such  as  management  apprenticeship,  bridge  job 
or  job  enrichment  and  consideration  for  federal  programs 
such  as  CAP  or  NDC.  Within  the  Ministry  and  the  overall 
Government  context,  developmental  plans  will  be  initiated 
by  the  Ministry  directly  in  cooperation  with  the  employee 
or  through  counselling  and  the  employee's  initiative. 

Note:  the  potential  for  interministry  moves  will  remain 
limited  unless  a  central  agency  such  as  the  Civil  Service 
Commission  or  the  Women  Crown  Employees'  Office  establishes 
policies,  procedures  and  a  mechanism  for  an  interministerial 
exchange  or  transfer  of  candidates. 

Note:  during  Phase  1,  the  process  of  identifying, 
assessing  and  establishing  developmental  plans  will 
be  carried  through  for  those  women  earning  $17,000 
and  up  as  part  of  the  activity  begun  in  1975.  The 
remaining  women  employees  will  be  assessed  during 
Phase  II  and  development  plans  established  for  the 
three  groups. 
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Performance  Appraisal 
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Establish  a  mechanism  for  performance  appraisal  in 
each  branch,  using  uniform  criteria.  Conduct  an 
annual  performance  appraisal  at  the  time  of  each 
employee's  anniversary  date  which  will  be  discussed 
with  each  employee  and  will  be  required  before  giving 
a  merit  or  accelerated  merit  increase. 

C .  Counselling 

1 .  Workshop  Follow  Ups 

Follow  up  with  participants  in  the  career  development 
workshops  who  wish  to  carry  through  their  action  plans 
and  wish  further  career  counselling. 

2 .  Pilot  Counselling  Project 

Design  and  establish  a  pilot  counselling  service  for 
employees  to  provide  career  and  personal  counselling 
within  available  resources.  Develop  coordinated 
service  on  a  regular,  part-time  basis  for  either 
groups  or  individuals,  including  the  use  of  volunteer 
or  existing  Personnel  and  managerial  counselling 
arrangements,  and  establishing  contact  between 
individuals  seeking  advice  and  experts  in  the  various 
fields  within  the  Ministry  and  in  other  ministries, 
agencies  or  organizations.  Evaluate  service  after 
six  months.  (January- June  1976.) 

D.  Awareness  Orientation 


1 .  Briefing  Sessions  for  Managers 

The  Women’s  Coordinator  will  meet  with  managers  to 
identify  job  levels  and  functions  where  women  are 
not  present  and  to  develop  methods  for  removing 
barriers  which  may  have  prevented  women  from  advancing. 
She  will  brief  managers  on  guidelines  for  establishing 
branch/division  objectives  and  action  plans  for 
1976/77  with  a  view  to  increasing  the  number  of 
qualified  women  in  branches/divisions.  In  these 
meetings  she  may  be  accompanied  by  personnel  officers 
who  will  ensure  that  personnel  services  facilitate 
the  implementation  of  agreements  arrived  at  with 
managers . 

2 .  Meetings  with  Personnel  Officers 

Regular  meetings  will  be  held  between  the  Women's 
Coordinator  and  Personnel  to  mutually  (a)  coordinate 
their  roles  in  promoting  and  implementing  the 
affirmative  action  program  in  areas  of  mutual  concern, 
including  selection  boards,  counselling,  recruitment, 
and  staff  development  programs,  and  (b)  to  monitor 
progress  in  program  implementation. 
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E.  Recruitment  and  Selection 


1,  Internal  Recruitment 


a)  A  policy  will  be  established  of  considering 
all  qualified  internal  candidates  for  vacant 
positions  before  advertising  outside  the 
Ministry.  When  the  competition  is  service-wide 
only,  advertisements  may  be  circulated  within  the 
Ministry  on  a  concurrent  basis  if  time  is 
limited  or  internal  resources  are  scarce. 

Efforts  will  be  made  to  include  "borderline" 
candidates  who  may  lack  the  formal  qualifications. 
The  policy  will  be  publicized  internally. 

b)  All  advertisements  for  internal  jobs  will 
be  posted  so  that  all  staff  have  an  opportunity 
to  see  the  advertisements  prior  to,  or 
concurrent  with,  any  external  advertising. 

c)  Women  employees  in  the  inventory  who  are 
qualified  (see  B.  3.  C.)  will  be  contacted  by 
the  Personnel  Branch  and  invited  to  apply  if 
they  wish.  Managers  will  be  informed  of  such 
contacts . 

2.  External  Recruitment 


While  it  is  anticipated  that  external  recruitment 
will  be  extremely  limited  throughout  1975-77, 
in  cases  where  external  applicants  are  sought, 
the  normal  advertising  program  which  indicates 
that  all  positions  are  open  equally  to  men 
and  women  will  be  augmented  by  the  establishment 
of  additional  mechanisms  for  contacting 
qualified  women  outside  the  Ministry  to 
encourage  applications  for  such  positions. 

3 .  Monitoring  Competitions 

a)  Develop  a  mechanism  to  review  all  applications 
before  interviews  take  place  to  ensure  that 

all  qualified  women  candidates  are  considered 
by  the  selection  board.  Consideration  will  be 
given  to  "borderline"  candidates  who  lack  the 
formal  qualifications.  The  merit  principle 
will  be  maintained  in  hiring  the  best  candidate. 

b)  The  Women's  Coordinator  will  carry  out 
spot  monitoring  of  competitions,  particularly 

for  jobs  where  women  are  not  generally  represented. 
She  will  review  advertisements,  recruitment 
efforts  (if  any) ,  number  of  applicants  interviewed 
and  selected. 
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4 .  Summer  Employment 

a)  Review  past  statistics  and  hiring  practices 
for  summer  student  employment  to  identify 
number,  level  and  salaries  of  women  and  men 
students  applying  and  hired. 

b)  Based  on  the  review,  establish  guidelines 

for  future  hiring  to  ensure  that  equal  opportunities 
for  women  applicants  are  emphasized,  particularly 
in  jobs  giving  professional  and  technical 
experience,  and  to  ensure  salaries  are  equal  to 
those  of  males  hired  for  similar  work. 

F .  Salary  Review  and  Job  Evaluation 

1 .  Salary  Policy  and  Review 


a)  Guidelines  will  be  established  on  hiring 
and  recruitment  practices  to  ensure  that  all 
employees  with  equivalent  qualifications  and 
experience  are  hired  at  the  same  salary  for 
the  same  level  of  work. 

b)  Managers  will  review  annually  or  semi¬ 
annually  with  Personnel  the  salary  situation 

of  all  staff  in  accordance  with  their  anniversary 
dates  and  recommendations  of  promotion  boards. 

A  review  on  alleged  salary  discrepancy  on  the 
basis  of  sex  discrimination  may  be  initiated 
by  the  manager,  Personnel  or  the  employee  and 
the  case  will  be  reviewed  with  the  Women's 
Coordinator . 

2.  Job  Evaluation 


Managers  will  review  annually  the  job  specification 
for  each  employee  at  the  time  of  her/his 
anniversary  date  to  ensure  the  position  level 
reflects  the  work  performed  by  the  employee. 

If  significant  change  has  occurred  in  terms  of 
work  load,  responsibilities  or  complexity  of 
operations,  an  audit  of  the  position  will  take 
place  and,  if  warranted,  the  position  may  be 
upgraded  or  downgraded.  (See  A.  3.  Job  Information 
and  B.  5.  Performance  Appraisal.) 

G,  Career  Options 

1.  Permanent  Part-time  Work 


Establish  several  permanent  part-time  jobs  as  a 
pilot  project  to  enable  managers  to  maximize 
staff  talent  and  to  provide  job  flexibility  for 
employees  when  possible. 

Note:  this  project  is  contingent  upon  receiving 
authority  from  the  Civil  Service  Commission  and 
Management  Board. 
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?  .  D ay  ca r e  Arra ngein < m  t  s 

Prepare  a  report  to  determine  (i)  to  what  degree 
the  daycare  arrangements  of  employees  affect 
staff  productivity,  turnover  and  loss;  (ii)  whether 
daycare  arrangements  allow  employees  to  take  advantage 
of  career  opportunities;  (iii)  to  what  degree  and 
in  what  manner  would  Ministry  and  Government 
productivity  be  enhanced  by  expansion  or  improvement 
of  daycare  arrangements. 

H.  Monitoring,  Objectives  and  Evaluation 

1 .  Report _o_n  the  Status  of  Women  Employees 

Establish  a  semi-annual  report  to  review  the 
status  of  women  and  men  employees  in  the  Ministry 
in  order  to  monitor  developments  in  the  affirmative 
action  program,  measure  progress  in  reaching  the 
annual  objectives  set  by  branches/divisions  and 
the  Ministry;  to  provide  the  basic  information  for 
the  Ministry’s  annual  report  to  the  Legislature 
on  the  affirmative  action  program. 

The  report  would  include  information  by  sex  and 
branch /division  as  well  as  Ministry  totals  for 
the  following: 

a)  Recruitment  and  selection  activity 

where  ad  placed,  other  searches  made,  number 
of  applicants,  eligibility  of  applicants  and 
criteria  for  eligibility  ,  number  interviewed , 
composition  of  selection  board,  candidate  selected. 

b)  Any  promotions  or  re-classifications, 

old  and  new  salary,  old  and  new  classification, 
indication  of  promotion  given,  through  competition 
or  planned  career  development. 

c.)  Terminations 

d)  A  status  quo  data  base 

with  salary,  classification,  education,  age, 
length  of  service  and  time  in  current  classification 
level . 

e)  Participation  in  educational  courses  and  staff 
development  programs 

by  branch,  sex  and  group  (managerial,  professional 
or  support)  including  numbers  participating  in 
courses,  workshops  or  attending  conferences, 
percentage  and  dollar  value  of  educational  assistance 
provided,  numbers  participating  in  CAP,  MAP,  bridge 
job,  or  job  enrichment  programs. 
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f)  Summer  employment  program  (on  an 
number  of  applicants  (university, 
school ) , 

number  hired  by  job  (professional 
and  in  each  branch,  salary  by  branch 
in  each  branch.  (See  E.^.a.) 


annual  basis) 

CAAT ,  high 

or  non-professional) 
and  by  position 


Note:  In  the  developmental  stages  of  the  program, 
and  until  March  1977,  each  semi-annual  status  of 
women  report  will  be  reviewed  by  Policy  Committee 
to  assess  progress  in  reaching  Ministry  goals. 


2 .  Sett in g  of  Ob j  e ctlves 

NOTE:  Experience  with  affirmative  action  programs  in 

other  jurisdictions  indicates  the  need  to  establish 
objectives  and  timetables  In  order  to  monitor 
progress  and  to  provide  impetus  and  commitment  to 
the  program. 

a)  Without  limiting  managers  and  employees  to 
numerical  quotas,  a  statement  of  specific  objectives 
and  timetables  for  implementation  will  be  established 
for  the  Ministry  program  for  1976/77*  These  plans 
will  recognize  the  effect  of  constraints,  limited  or 
great  turnovers  of  staff  and  the  relative  stability 
or  instability  of  the  various  division/branch 
situation.  Where  branches  are  nov;  fully  staffed 

and  little  or  no  attrition  is  anticipated,  objectives 
will  be  of  a  training  or  job  enrichment  nature  for 
current  staff. 

b)  Guidelines  for  setting  objectives  and  timetables 
for  branch/division  action  plans  will  be  developed 
and  included  in  the  Ministry  annual  report  in  March, 
1976.  (See  H.3*  Branch  Action  Plans.) 


3 .  Branch/Division  Action  Plans 

Note:  These  plans  will  be  developed  in  conjunction 
with  the  annual  review  at  the  end  of  the  fiscal  year. 

a)  Develop  guidelines  for  branch/division  affirmative 
action  plans  and  for  setting  short-term  and  long-term 
program  objectives  as  part  of  the  annual  review. 

b)  Managers  will  establish  branch/division  action  plans 
v/i.th  specific  objectives  and  timetables  for  achieving 
those  goals.  The  plans  will  cover  the  period  from 
March  1976  to  March  1977 »  with  provision  for  up¬ 
dating  in  September,  1976.  (See  H.^.a.  Ministry 
Action  Plan . ) 


c)  Branch/executive  directors  will  meet  with  their 
staff  to  review  the  branch/division  plans  and 
timetables  and  to  reinforce  the  policy  and  goals  of 
the  action  program. 


* 
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1| .  Ml nis  tr y A c  t_i o _P lan 

a)  At  the  end  of  Phase  1,  (March  1976) 
approved  branch/division  plans,  objectives 
and  timetables  will  be  incorporated  in  the 
Ministry  Action  Plan,  progress  reviewed  by 
Policy  Committee,  and  the  Ministry  plan 
updated  as  necessary. 

b)  The  approved  Action  Plan  will  be  forwarded 
by  the  Deputy  Minister  to  Management 

Board  and  the  Ministry  of  Labour  for  the  annual 
report  on  affirmative  action  to  the  Legislature. 

c)  The  approved  Action  Plan  will  be  published 
in  the  Ministry  and  copies  sent  to  all  managers 
to  reinforce  program  commitment  and  priority. 

5.  Annual  Report  on  Affirmative  Action 

An  annual  report  on  the  action  program  will  be 
prepared  at  the  end  of  the  fiscal  year  for  the 
Deputy  Minister's  approval  by  the  Women's  Coordinator, 
with  Ministry  resources  designated  by  the  General 
Manager.  It  will  include  a  review  of  the  semi¬ 
annual  monitoring  reports,  a  progress  report  on 
meeting  branch/division  and  Ministry  goals,  and 
information  requested  by  the  Women  Crown  Employees' 
Office  for  the  annual  report  to  the  Legislature. 

PHASE  TWO:  MARCH  -1976  TO  SEPTEMBER  1976 

Note:  Certain  activities,  such  as  career 

development  and  interview  workshops ,  internal 
recruitment  practices,  monitoring  competitions, 
etc.  will  be  ongoing  during  Phases  II  and  III. 

A .  Information 

1 .  Job  Information 

Following  the  response  to  the  Information  and 
Attitude  Survey,  design  and  offer  workshops 
and  seminars  giving  information  on  career  ladders, 
job  functions  and  qualifications,  and  Government¬ 
wide  programs,  structures  and  methods. 

B .  Train! ng  and  Development 

1 .  Id ent if 1  cation  of  Career  Potentl al  of  Women 

Employees 

Continue  with  development  plans  for  those 
identified  in  the  $17,000  plus  group  and  initiate 
identification,  assessment  and  development  plans 
where  appropriate  for  those  earning  less  than 
$17,000. 


II 


2 .  An  riujil  Tr  a j.  n A  n g_  P  I  a  n  s 

a)  Managers  will  specify  the  funds  allotted 

to  men  and  women  employees  for  staff  development 
courses  and  educational  assistance  during  the 
fiscal  year  1976-77. 

b)  In  their  annual  training  plans,  managers 
will  designate  courses  and  training  to  benefit 
selected  women  employees  in  their  performance 

on  the  current  job  and  to  prepare  them  for  their 
next  career  step,  in  keeping  with  their  development 
plans . 

3  •  Man  age  me  n  t  Tra  i  ni  ri  g 

Basic  management  training  courses  pertaining  to 
the  Ministry  and  Government  and  similar  to  those 
offered  in  the  management  apprenticeship  program 
will  be  developed  on  an  expanded  base  and 
offered  to  women  and  men  employees  nominated  by 
their  managers,  with  particular  emphasis  on 
supporting  those  with  management  or  supervisory 
potential . 

C .  Course 11 ing 

1.  Evaluate  pilot  counselling  program. 

D .  Sala ry Re  view 

If  salary  reviews  reveal  differences  which 
cannot  be  justified,  develop  mechanism(s)  to 
rectify  the  situation. 

(  See  Phase  I,  F.l.  Salary  Policy  and  Review.) 

E .  Da ycare  A rr angeme n t_s 

If  reports  completed  in  Phase  1  Indicate  that 
inadequate  daycare  arrangements  are  or  have  been 
an  important  factor  in  employees’  decisions  to 
leave  the  Ministry  or  curtail  career  development, 
then  the  appropriate  authorities  in  responsible 
Ministries  and  agencies  will  be  approached  to 
improve  the  situation. 

F .  E va lu at ion  an d  Planning 

1.  The  Ministry  and  branch/division  Action  Plans 
will  be  reviewed  by  branch/division  managers 
and  Policy  Committee  and  any  revisions  or 
updating  made  by  September  1976  and  published 
in  the  Ministry. 

2.  Program  resources  and  funds  devoted  to  the 
affirmative  action  program  for  1977-78  will 
be  outlined  in  the  Ministry  program  estimates 
by  Fall,  1976. 
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PHASE  III:  SEPTEMBER  1976  TO  MARCH  1977 

A.  Mon:1  tor.1  ng 

1.  Progress  in  achieving  branch/division  and 
Ministry  goals  will  be  monitored  in  the 
semi-annual  status  of  women  reports  to 
Policy  Committee  with  a  final  review  in 
March  1977  by  branch/division  managers  and 
Policy  Committee. 

B .  Ministry  and  Bra n c. h /  I) ivislon  Plans 

1.  In  conjunction  with  the  annual  review,  plans 

for  branch/division  and  Ministry  action  programs 
will  be  prepared  for  1977-78.  Specific  objectives 
and  timetables  will  be  established  by  branch/ 
division  managers  in  line  with  their  plans  to 
increase  opportunities  for  women  in  areas  and 
at  levels  in  which  they  have  not  been  present. 

C .  Annual  Report  on  Affirmative  Action 

The  annual  report  will  be  forwarded  to 
Management  Board  and  the  Ministry  of  Labour 
in  March  1977  >  outlining  TEIA  progress  in 
reaching  its  1976-77  goals  (or  reasons  for 
failing  to  reach,  where  necessary),  the 
1977-78  Ministry  action  plan,  objectives, 
and  timetables,  and  other  appropriate 
information  as  requested  by  the  Women  Crown 
Employees’  Office. 


(i) 


APPENDIX  1 


IMPLEMENTATION  TIMETABLE 

Note:  For  a  fuller  description  of  program  item, 
refer  to  Section  III,  Program  Commitment. 


PHASE  ONE! 

!  SEPTEMBER  1975  TO  MARCH  1976 

PROGRAM  ITEM 

RESPONSIBILITY 

COMPLETION  DATE 

A.  Information 

1.  Information  and 

Conducted  by  Management 

-Distribution  by 

Attitude  Survey 

Services/Statistical  Centre. 
Analysis  provided  by 

Management  Services  in  a 
report  to  the  Women’s 
Coordinator 

December,  1975 

2.  Orientation 

Program 

a)  Personnel 

Information  Services 

January,  1976 

policies  and 

with  Personnel 

practices 

b)  Affirmative 

V/omen  '  s  Coordinator  and 

First  edition- 

action 

Information  Services 

December,  1975 

description 

3.  Job  Information 

Personnel  with  branch 

December,  1975 

Job  specification 

managers 

B.  Training  and 

Development 

1.  Career  Development 

Workshops 

a)  Further 

Women’s  Coordinator 

March,  1976 

workshops  for 

with  Personnel 

* 

v/omen 

b)  Follow  ups 

Personnel  or  outside 

By  December,  1975 

counsellor  with  V/omen’ s 

and  1  month  after 

Coordinator 

each  workshop  for 
subsequent 

participants 

c)  Mixed  workshops 

Personnel  with  Women’s 

January,  1976- 

Coordinator 

model  ready  to 
offer 

(ii) 


PROG RAM  ITEM 

P.  Employee 
Interview 
Workshops 

3.  a)  Guidelines 
developed 
and 

distributed 

b)  Selection 
boards  use 

.  Identification 
of  Career 
Potential  of 
Women 
Employees 

a)  Form  design 


RESPONSIBILITY 

Personnel  with  Women's 
Advisory  Committee 


Personnel  with  Women's 
Advisory  Committee 


Personnel  with  Women's 
Advisory  Committee 


Personnel  with  Management 
Services  and  V/omen's 
Coordinator 


b) 


Assessment,  Managers  with  Personnel 
counselling  and  Women’s  Coordinator 
and 

identification 
of  groups  for 
those  in 
$17,000  plus 
range 


c) 


d) 


Establish 

inventory- 

$17,000+ 

Establish 
development 
plans  for 
selected 
groups 


Personnel 

inventory 


to  activate 
when  opening 


occurs 


Managers  with  Personnel 


Counselling 

1 . Workshop 
follow-ups 


Outside  counsellor  with 
Women's  Coordinator 


?. Pilot  counselling  design-  Women's  Coordinator 
project  with  Personnel 


Awareness 
Orientation 
1 .  P-ri e  f  i  ngs  wi  t h 
managers 


Women’s  Coordinator  with 
Administration  Program 
support  and  outside 
consultant 


COMPLETION  DATE 

Model  cornplcted- 
December,  197b 


January,  1976 


January,  1976 


November,  1975 


Begin  December,  1975 


already  begun 


by  March,  1976 


Identify  those  for 
follow  up  by  December 
1975 

Establish  mechanism 
by  January,  1976 

January,  1976 


program  design- 
December,  1975 
complete  by  March, 
1976 


(Hi) 


PROGRAM  IT KM 

?.  Moo  t  inf, 3  with 
Personnel 

Re c.TMi i  tmont _ and 

Se  .1  ec  t  i  on 


1.  Internal 
Hecrui  trnent 

a)  Establish  policy 

b )  Internal 
advertising 

c )  Activate 
inventory 

2.  External 
Recruitment 

3.  Monitoring 
Competitions 

a)  Review  applications 

b) Spot  monitoring 

t ,  Summer  Employment 

a) Review  past 

practices 

b) Establish  guidelines 

Sa la ry  P o 1 i cy  and 

Review/Job  Evaluatl on 

1.  Salary  Policy 
and  Review 

a  guidelines  on  hiring 
and  recruitment 

b)Review  and  appeal 
procedures 

?.  Job  Evaluation 


Career  Options 
1.  Permanent  part-time 


RESPONSI hi LI TY  COMPLETION  DATE 


Personnel  with  already  begun-  once  a 

Women’s  Coordinator  month  until  March  1976 


Personnel/Policy 

Committee 

Personnel 

Personnel 


begin  Immediately 

immediately 

immediately 


Women's  Coordinator  begin  immediately 

with  Personnel  (If  any  done) 


Personnel  with  Women's 
Coordinator 

Women’s  Coordinator 
with  Personnel 


Personnel 

Personnel  and  Policy 
Committee 


Personnel  and  Policy 
Committee 

Managers  with 
Personnel  and  Women’s 
Coordinator 

Managers  with 

Personnel 


Program  design  - 
Women's  Advisory 
Committee  with 
Personnel 
Approval  -Deputy 
Minister  and  the 
Commissi  on 

Program  irnplementarion- 
Branch  directors. 
Personnel 


begin  immediately 
begin  immediately 


already  begun 
January,  1976 


begin  December,  1975 


begin  January,  1976 
-  at  anniversary  date 
of  each  employee 


project  design  -already 
completed 

project  initiation  - 
when  Commission  approval 
received 


December,  1975 


(iv) 


PROGRAM  I'VKM 

RESPONSIBILITY 

COMPLETION  DATE 

?.  Dayc.arc 

arrangements 

Prepare  report 

Personnel ,  Management 
Services,  Women’s 
Coordinator,  and 

V/  0  m  0  n  ’  s  A  d  v  i  s  0  r  y 

Commt t  tee 

February,  19 76 

.  Monitoring,  Objectives 
and  Evaluation 

1. Status  of  Women  Report 

Personnel  and  Management 
Services  with  Women’s 
Coordinator 

First  report- 
December,  19753 
then  March  31, 

Sept.  30, 
semi-annually 

?. Setting  of  Objectives 

a)  Ministry  plan 

Policy  Committee 
approval 

November,  1979 

b)  Guidelines  for 
branch/division 
ob j  ecti ves 

Program  managers  with 
Women’s  Coordinator 
Approved  by  Policy 
Committee 

by  March,  1976 

3.  Branch/Division 

Action  Plans 

- 

a)  Guidelines  for 
plans 

Program  managers,  with 
Women’s  Coordinator  and 
Administration  Program 
support 

begin  December, 

1975 

b )  E s t  ab 1 i s  h  plans 

Program  managers 

Approved  by  Policy 
Committee 

March  31,  1976 

c)  Staff  meetings 

Program  managers,  with 
Women ’ s  Coordinator 

March-April  1976 

.  Ministry  Action  Plan 

a)  Coordination 

b)  Rev  lev/ 

Women’s  Coordinator  with 
Administration  Program 
support 

Policy  Committee 

March,  1976 

c)  Forward  plan 

Deputy  Minister’s 
approval 

April,  1976 

d)  Publish  plan 

Information  Services 

April,  1976 

5- Annual  Report 

Women's  Coordinator, 
with  Ministry  team 
Management  Services 

begin  March,  1976 
complete  April  1976 

oe  m 


PHASE  TWO:  MARCH  1976  TO  SEPTEMBER  197G 


(v) 


PROGRAM  ITEM 


;A.  Information 

1. Job  Information 

B.  Training  and 
Development 

1 . Identification  of 
Career  Potential  of 
Women  Employees 

Women  earning 
under  $17,000 

2.  Annual  Training 

Plans 

a)  Specify  funds 

b)  Designate  courses 


.Management  Training 
.Management  Training 

C.  Counselling 
1 . Evaluation 

D.  Salary  Review 


E.  Daycare 

Arrangements 

Recommendations 


Approval 

F.  Evaluation  and 
Planning 

1.  Ministry  and  branch/ 
division  plans 

2.  Allocation  of 
resources-1977/78 


RESPONSIBILITY 


Personnel  with  Women's 
Advisory  Committee 


Branch/Division  managers  and 
Personnel 


Branch/Division  managers 

Branch/DIvision  managers  with 
Personnel  (staff  development 
officer)  and  Organization 
Development 

Personnel  with  program  managers 
and  Women’s  Coordinator 


Women’s  Coordinator  with 
Personnel 

Personnel  with  branch  managers 
include  in  1977-78  program 
estimates 


Women’s  Advisory  Committee 
with  Administration  Program 
support 

Deputy  Minister 


Branch/Division  managers  and 
with  approval  by  Policy 
Committee 

Branch/Division  managers  and 
Women’s  Coordinator  to  prepare 
program  estimates  with 
Management  Services 


COMPLETION  DATE 

Begin  April,  1976 

September,  1976 

September,  1976 
September,  1976 

Begin  April,  1976 

July,  1976 
September,  1976 

July,  1976 

July,  1976 
September,  1976 


(vi) 


phase:  th re:£.;_._  September.  197 6  to  march  1977 


PROGRAM  ITEM 


RESPONSIBILITY 


COMPLETION  DATE 


Monitoring 

semi -annual  reports 

Ministry  and 
branch/division  plans 

Annual  Report 


Branch/Division  managers 
and  Policy  Committee  with 
Women's  Coordinator 

Branch/Division  managers 
and  Policy  Committee 

Women's  Coordinator  with 
Ministry  team  for 
Deputy  Minister's 


October,  1976  and 
March,  1977 

March,  1977 

March,  1977 


approval 


HF/5549. 5/.A34/A44 

Ontario.  Ministry  of  Treasury, 

Affirmative  action  plan 


1975  c.l 


gkpa 

mai 


